‘?as‘evf.aa., L e83

ract, Besaription: m Wsmwmwa"m mmmr

rentiact B o
Bffective [are 3
Ma% Bmoufit Per CenbIaEL ¢ 6,00

mug«s: qu.'m Ew:e
'tmntra»ct I—:n& nrha

SAE ey 5h S

"sixéfavbs’xzv

BICIRIOND:: . .
VR gip fode +- 23530

‘“: amms maﬁmrm ‘%rm: s 1 -BOGOCOISES

i 3114—?1 masﬁ mﬂaﬁh ,?;2 A “Phane & EQ%/SESv?ﬁ?i

s SRan . 3 8&4{ 355-36’! €.

o wndex Ctm‘ma* 3 Hishasl B, “Brady
¥ ?ﬁnﬁnx cammt i’.'hcm: boostasamzenan

o e R

‘mﬁ mﬁn’r ﬁm:\ F‘Kﬁ?&ﬂt/ni‘ ARYE saamrxmxou ITH: :w zsmmss & TERM CORTRRLT mg TEMBOBARY PERSCUNEL
THPLOYMENT SERVICES. A5 REGUIBND SURINC THE CONTHA
HERTON BOW THE JOB CLASGIRTONTION LIZLED FOW THE. POWHITE BARKWAY EXTENSION,
RICEMOND, VX TN ACCORDANEE WITH THE SCOPR OF WOKK.

THE BNIT PRICE IS THE BILL RATE.

THIS CONTRACT 13 THE RESULY OF COMPETITIVE BIDS RECEIVED ON RFQ HO. 3614%. -AiL TERMS AND COMDITIONS oF
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auiy I, POUY, a‘lipe item tua-been added to cover the LY tranzactien tee.
The cgmmct maxtlcamm Aqrﬁmmw: Kag bedg su;neﬁ mﬂ sppEaved.

January 5. Eim& - M ﬁanttax:t Lenpwed for mm sdditional Yrar ‘uhdér the gime LEfns dmd esnditicoks., The
CBY-Y ineresad was apptoved for 3,23, The hourly pay rake wHY iotreased by 2, 4%,

Februacy 11, 2004 - Contradt Administrates is changsd to read Debra Jally ~ Phons Wo, {8043  IBE-TEIN,

Jmﬁ.arg 10, wf;s = ehm - Contract renewsd. fof one yedr wunder the same terms and gonditinns. Soe CPI=W
xmm&ue of "2/9% waa approved: and appl:.ed to - the Rourly BELL Bae. 7THe hodrly pay rabe Was focreased by
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COMMONWEALTH of VIRGINIA

DEPARTMENT OF TRANSPORTATION

FICHAIGND, VIRGRIL 232163000
RICHNIOND, VIRGIA 1321520

mmﬂ'\’ W J&E'QW Januar_y 62006

RFQ No. 36159 ,
Richmond Distriot ~Toll Collection
Operations '
Powhite Parkway Extenision and
Pocahontas Parkway

Vice President, Sauthern Region
Abacus Corporation

3114-A W, Marshall Street
Richmond, VA 23230

Dear Mr. Brady:

We are pleased to accept your qffcrt_jt; renew the above contract for one additional
year for Toll Collection Opérations at Qur]l{bwixitei?arkwayExwuaion and the

Pogahoritas Parkway, Richmond District (RFQ #36169).

‘The renewals have been processed , however, you are required to execute and

return to this office the enclosed Standard Performance Bond iind Standard Labor and

Material Payment

Bond, each in the amount of $100,000 and your Certificate of

Insurance showing all employees are covered by Workmen's Compensation, General

Liability, Auto Liability and Property Damage Insurance. The limits of insurance must

ot be less than $500,000 per person and $1,000,000 per occurrence for bodily.injury,

This certificate must also name the Virginia Department of Transportation asan
additional insured and referénce RFQ No. 36169. Also, please submit your Employee
Dishoniesty Coverage Form A — Blanket Insurance Poliey naming VDOT as an additional
insured and reference RFQ 36169. ‘The Contractor agrees to maintain such policy until
the completion of the contract and all money and property of the Commonwealth is
remitted to the Commonwealth.




RFQ No. 36169

These documents are to be sent to VDOT, 1401 E, Broad St., Richmond, VA

23219, Attention: Elizabeth B. Mauney nio later than 4:00 pr, January 25, 2006,

_Hyou are unable to comply with this request, please contact me at
(804) 3716727,

Sincerely,

LS

Elizabeth B. Mauney, CPPB, VCO
Contract Officer

Enclosures

‘‘‘‘‘
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1L

location of work and retu

SCOPE OF WORK

Patkway Extension thersin roferred t0 a5

tial firms o furnish TOLL COLLECTION SERVECES to
collection and accounting of tbl!s.somﬁevv?éwhiﬁ@ Parkway i

ent of Trausgiorvatian’s Powhite
PO
i the

mploye

See: Class specification for the paxition, whick -describes qualifications end. minimum,
reguirements in Atickment A, B

‘The PPEis seeking to obtain the services of 2 Contractor to provide the facility with multipte Toll
‘Collectors. Al positions (filled by the Contractor) are. temporery/part-thne status osly, where
~minimum weekly hours are not guiaranteed,

‘Normal working hours for conract. toll ‘collectars shall be defined. (but not Navited 1o}, the
fotlowing;

6:00am. 1w 2:00pm.
00am. o 100 pm.
200 pa Ao 19:00 p.m.
3:00 pme t¢ 1100 pm.
H0:00 po t0 0 -6:00 2.

The primary Contractor shall Rl the position as soon 45 possible not to exceed seven diys from
the time of the job request. Contractor shall provide notification, by.phone or fay, if the position
caninot be filled within seven days, Inthe gvent the primary Contractor is unable o fill the job
request, the Department of Transporation may cancel the request and place the-eequast with the 1%
altemate Contractor. A similar pracedure will be followed with the 1" and 2" altemstes hotk
being given seven days in which to fill the request. In the event the primary and alternates are
uniable to fill the request, the Deparment of Transportation may fill the requirsment from othes
qualified sources. Depending on the length or type of assignment, interviews may be requested.
VDOT reserves the tight to reject any personnel based on job related factors,

SPECIFICATIONS:

See Atachment. A, for the Toll Callector ‘position responsibilities: The Contract toll- collectars
shall comply 'Wiﬁl:a}f».!?ﬂiopemiimalA;‘smcada;rjcs\; perthe atached.

The Contract toll. collector. shall be employed by the Contmctor. The Contractar shall be
respansible for payroll taxes, worker's compengation, payroll reports and other Federal and State
employment requirements for their personnel.

AH;'?Cem;_—aci employees. must b2 18 vears of age or-older and shall have exclusive dependable

- transportation o travel between the'main tol] plaza located a5 0.5 miles west of Courthouse Road

(RL.633) on Be. 76 south, to the outlying ramp tollbooths Jocated at Re, 653 ~ Courthouse Réad
and Rt 60 - Midlathian Turnpike: Toll Coltector mileage traveled will be paid at the current Sinte
relm sment cate. Travel distance represents the:miles from the main administration building to
logation of work and rety '__Einpiﬂye;cs~sﬁaﬂbe-»mgahte;ofcming'a:casﬁ"traywai{gz;ingﬁ&'bsa
aswell a5 exura funds weighing ae much ps 25 Ths. : '

Jssue to the contr

collectors.. These supplies-shall be returned 10 the facility by the

ment ends. The contractor shall be-liable for any/all operational ‘
ent. In

monsary

10T hin 10 business days of notification of termination of ass
ntfacior shall be Hable for any andior all contract Toll Collector’s

4. “The PEEwill provide operational supplies (i.e. uniforms, manuals, locks, ete. Y 1o the:contractor for




sshattages and shall be made payable o PPE within 10 day

Shortages and-operational supplies shall be separste
anid made payabls to the PPE within the above

s for monstary
Wszzmmt%

3. The Conitractor will be:provided with weekly timesheels by
These' timeshaets. will indicate coniract employees” hours
weekly report each Monday by 1200 rioon, with

_ contriict smployee.

Cmrasmrshaﬁhmespeaaihfa fonctatedmtsmsmmammm! Backpround check on all
cmployees assigned to the PPE. The results shall be furnished £ the PPE within
ot thie employwes” assignment, Cme

7. The Contmctor ghall furnish the PPE with a DMV rocord of each contracted employes, 24 hoyrg
Pridr W commenceimént of raining. DMV record shall be dated at most five working days prior to
training with & staws of “Current.” S e

8. The Contractor is expecied to develop and maintzin a wufkiﬂg knowledge of the Toll Systerm andt
its ‘compan
Collegtor

Tmiirlgg.«

8. The Cotitractor shiall/imust be reachabls by pageror.cell phone 24 houry-a day, 7 days a week. The

- coutractor shall provide PPE a schedule of a conitact person who will ‘be mvailable to VDOT

managemtent by phons or pager. This paint-of-contact shall be knowledgeable, and empowered to
resolve after hours personnel issues; and to respond to emergencies.

10. All contract emiployees shall be fluent in the English language, both verbally and in writing.
Contract employess shall be able to- readily comprehend and appropeiately respond to; spoken
instructions and requests,

1L PRE persennel will provide two gight (8) lour days of training for 41 new contract employees,
The-<ost of this wdining Shall be the: responsiliility of the contractor. VDOT will reimburse the
contractor for the hourly bill ratz paid to each traines after that employee completes 90 calendar
days of successful service s a Toll Collector. I, during the 2.day training; the PPE management
s not satisfied with the performance of any xomtract trainee, PPE reserves the right ta remove the.
employes: The contractor shall then make prompt afrangements for 2 sultabie replacement.

12 All present contract (Toll Collection) employess shall be- given the opportunity to continus.

working for the PPE. In order to continue’ their assigameats, the worker must be employed with
the new contractor ne later than 45 diiys from the date the new cantrsct stats. The preseut
contract emplayees will maintain their current pay rate until the and of the grace sigh up periad;
‘their salary will then adjust o the new i‘:bnzracgigr,i;gzgm By submining their bid, the contractor
-agrees 1o accept these employees. -

13. Contract personnel assigned to-work for VDOT under this contract st be paid at least the
minimum hourly rate of $8.25 per hour, The aweid will be'made on'the bill rare. The difference
between: the bill rate-and the minimum pey rie shall be deemed the “pércentapa/narkup”.
VDOT has the'right to offer 2 temporary employse’a higher tate thit would be commenstrate with
work experience. An emgployee pay rate increase will reflect a riew bill e caloulatéd by adding
the percentagefmarkup (determined by the bid response) to the new fafe for that pogition
Percentage/Markup will-apply to-any/all chenges ta an em ployss pay rate.

(ForExample) Employse Pay rate, § 8.25/hr
,m; - Bill Rate of $ 924/
Percentage/markup = 12%

VDOT offers contract employee $8.75khs
{plusy 12% pércsntaasimarkup = $1.05/hr

. AL minimum, they should develap a knowledge equal to-that taught in Toll




“Total bill rate, per employes iy raise = 9 80/

Forany hours worked by toll collectors
billrate; houe for hour, The Contras
with:the Fair Labor Standards Act, W
15 considered any thne dn-excess ofag
‘Saworday. S

xeess of 40 hours, the )
v to thi I Collector any overtime; inace anice
contract personnel shortages: Overtime

h may arise 2
ours durinig & seven-day.perfod, generally Sunday through

the Contractor will impagﬁatme

operty. 1f any-contract employes
manner resulting ina finaniial
‘ required o

15.'The PPE shull have the rightat amy tme to:refuse of deterriine a3 unacgeptatile; any personnel
‘referred by thecontractor - based on job related factors, '

1. In the évent that a Contract emplovee is injured ont the job, the contractor shail have a degig
Conirag ordinator,.ar other representative, respond o ¢he haspital or treatment faziliey.
fepresentative shall complete requived paperwork and wssist
Wansport

, tien motification of famlly, and other Iogistisal maniers. The tepressntative s
YDOT 2nd public safety personnel with any investigation arising from the injicy, Coatragior to
supply VDOT with forms niecessary for ceporting minor injuries,

17. The PPE shall assign and identify to the Contmctor, the persons who ase authotized to request
replacement employes. A purchase order from VDOT: authorized personne! shatl constitute 2 Job
request. The contractor shall commit to a purchase order as soon as possible (not 10'edceed (5)
work days) confirming the availabifity of a shift employes and employee must report 44 specified
by the fequasior.. Placement and deployment of siaff is the responsibility of the supérintendent,

18. Inthe event of n personal fliness of any-other unanticipated factor, which may cause a Contract tall
collectorto be absent from work; it is the responsibility. of the contract toll collector to notify PPE
within two bours of the start of their shift, ’

19. In the event thata ¢ontract toll-collsctor resigns, 2 minimum: of two weeks notice is required.

20. All conwact 10l “colléctors shall report fo duty a5 scheduled during weekends, holidavs and
inclement weather,

2%, Request for scheduled time off {non-emergency) shall be requested 72 hours i advance.

INST RUCTIONS TO BIDDERS:

For the purpose of this solicitation; each fio récelvirig this invitation for bid is seferred to as
“bidder" and the Bilder awarded the contract 1o Supply servios i referred 1o a5 a “Contracter”. This
invitation for bid states the {astructions for submitting ‘bids; the procedute and criteria by Which will

govern the-contract between VDOT and the Contractor.

CLARIFICATION OF TER o
If any prospective Bidder has guestions about the specifications or @zﬁgr,goﬁaﬁgﬁ@fdgmex@ the
praspective Bidder should contact the buyer whasé name appears on the front of the solicitation no
Later than five (5) days before the chosing dare; Any revisions to the soficitasion will be mads only by
addendum issued by the Buyer. '

Ak




Due 1o the mporiance of all Bidders O
work and requiremenis i

for sbmitting:a bid roposal will
represeated at this. bid/propos ¢onference. At 8 Q ]
‘representative'ssignature on theattendance roster. Noong e : IS AML

ﬁéﬁ::_g. acapy of the sﬁiiﬁmtﬁm with vou. Any changesresulting from this cor v
-awritten addendurm to-solicitation. Mr. Terry Herbert will conduut the pre-bid tonferenze.

: AWARD OF CONTRACT

Bidders/Offers an opportunity to present
elative ; ‘of this solicitarion. Questlons regarding
chinical Contact M. Terry Hecbert at (8045378-3401, o

.

iaving a clear undetstanding of the specifications/scape of
e : bea pre<reguisite
Miers whoare

itats

frence will be isued in

SPECIAL TERMS AND CONDITIONS

Bid Prices

Prices quoted:shall remain finn for the fest corntract period.

VDOT will make the awards on each individual job classification separately 1o the thrée lowest
responsive and responsible bidders based on the hourly bill rie, No consideration will'be given to
overtime. rates in the. award.  The dowest bidder for each job classification that I8 awardag 2
sentract shall be.considered the primary Contractor for that job elassification. The second lowest
biddee-shall be considered the First alternate Contractor and the third lowest Bidder shall be the
secand alternate Contractor. Duc consideration will be given 1o price; quality a5 judged by

‘pervious experience, and the ability of the Bidder to render requiced services. The Purchasing

Office also feserves the right to reject any or.all bids, in whele or in part, to wajve informalities
deemed in the sole opinion.of the Procuring Public Body to beIn the {15 best interast, )

TERMS OF CONTRACT _
The térm of tha centrace shall be for two (2) years startlng January 1, 2001, The contract may be
éxﬁmdgdhx VBOT for five (5 $ticcgssive poe-yeat périods under the terms and congditlons-of this
section, if agresuble to both parties,

TERMINATION . , |

Iethe Contractor fails to piovide quality services ina professional manner and in-accordance with
applicable laws, regulation or bid provisions, salely as détermined by VDOT, and does not corvect
the deficiency \ithin a reasonable period of time (not t exceed seven (7) calendar days unless
atherwise agread to by bath parties) VDOT reserves the right (o terminate the contract by iving
written notice to the Contractor, IfVDOT no longer requires the services it may cancel the
contract 4t ény time, Within 60 days noticé tu the contractor, Notice from the Admyinigirative
Services Division will give teamination.

any intent




v s prior to the current contract termls”
substantigted in. writing weith the request.
% i ch will show that:
and verify the

i have sole,

disceetion in its.decision to extend the conts W price changs.” Sirg
contract is for a twa year period and may be extended by VDO

w et “periods; The Contractor will be allowed to «

aceordance with the same terms and condition

 first contract year in
cleaseitoextend

ved when requesting an

theicontract for another year.

F, SUBMITTALS }

Return of entiee pricing schedule is. requived. Modificarion of or ddditins
sab n may be cause for rejection of the'bid. ¥DOT reserves the rshe to decid
by-tase bisis, at its sole discretion; whethier or not to'reject such a bid:as non-responsive

G, BID ACCEPTANCE)

o

This bid shall bsébiziding;quaf'&&a'bfdder- ﬁ')rv«afgerioé of 90 days after tlosing dare
INVOICES

The Contracsor will direct to the Fowhite Parkway Ext., P. O:Box 36218, Bon Air, Virginia 23235
all mvoices for services ordered, delivered and sccepred. All dnvoiees shall show the contract

number andfor purchase oider number; itemization of each employee and perspective bilf race, for
each. fnvoices shall Be directed to the Toll Facilities Director of the Feeility. h

[ INSURANCE, MONEY AND SECURITIES: Contracter shall malntain 2 Broad Form Money
and Securities Insurance Policy obtained from an. insurance: company ficensed 10 conduct crime

isisurancs business in the home stace of the Conteactor and which has eamed an AM. Best
Company, Ine, rating 6 A or better, a8 reflected in their most current publication, covering all
woney and property entrusted to tha contrattor by the Commonwealth of Virginia, with limits of
coverags of not féss'than $10,000 for loss Inside the Premises Coverage.and not less than $10,000
for Losy Qutside the ‘Preniises Coverags, naming the Commonwealth of Virginia as additionial
named insured with réspett to this contrac, Certificase of sueh protection:must be presenied to the
purchasing agency prior to the Start of the service showing name of insurance conipany, Timits and
lype of coverage, terim of covernge, addirional insured provision and name and address of licensed
insurance sgent. The Contractor agrees 1o 1 vintain such-policy until the completion, of the
contrack and all money and property of the Commanwealth istemitted o the Commonwealth,

I LIQUIDATED DAMAGES ‘ .
For zach hour of delay after the prescribed shift has started, that the Contractor kias not furnished

the prescribed number of personnel, and it is necessary for PPE 1o fll the shilk with VDOT _
Personnel, Hquidated damages will be aséessed (ar the VDOT employees overtime hourly rate) for
each hour of the shift not staffed with contract forces. Liquidated damages shall not apply to
emergency requests. Payment to PPE fur liquidated damages must be made to PPE no later than
30 business days from notification of otcurrence,

K. AUDIT , _ s e
The Contractor hereby agrees to retain all books; record; and-gther documenits rélative to this

‘Contract-for five (5) years after final paymest, o until audited by the Commonvwealth of Virginia,

3

wihichever is sooner,” The purchasing sgency, its authorized agents, andior State Auditors shall
‘have full access to.and the right to ex amine any of said ntatérials during said petiod.

L. VALID DRIVERSLIC : o | ‘
All cantyact persoanel shall have 2 valid vehicle operator's Heense and provide #.curvent copy of
their ﬂr??ix’tgréce‘rda The validity of the ficense and the driving record must be approved by the

*




CERT

-Cangrictar prior o the employes being sentto VﬂﬁTacmrdmgw the guidelliies in Attachment:

timates only, and the Contractor shall supply a bid
ed; regardless of whether such total quantities-drs more or Jess than

SUBCONTRACTS:

No portion of the stk shiall be sibconiricte

ageney:. In the event that
berein; the Cantrackor shall fu

without prior written consent of the purchasing

o subconttact some part of the work specified
Y the names, qualificationsand .

: remain, however, fully liable:
hall assure.complisnes with

experience of their piopose tors. The

and responsibile for the work o be dane by its subaniracor(s):

all requirements of the comract,

CLAIMS AND

Et

 WORKSITE DAMAGES:

Any damage to existing utilities, equipment finished surfaces or other claims resoliing from the
performante of this contract shall be repaired to the Commanwealth’s satisfaction ar the 5
Contractor’s expense. Failure to properly respoaid to and ‘:rescslvgjc}:ﬁé;smn_s‘g‘i‘m(és,nnsa;isfégmzy
performance and may result in cancellation of the contract.

QUALIFICATION QUESTIONNAIRE

Al bidders shall complete and return the nttached Vendor Qualification Questionnaire,
(Attachment B): ‘

IFICATION

Fursnant to Virgiriia Code 18,2-498.4, this firm hereby certifies tiat its bid, or ariy portion thereof,
Was not a result, or affected by any act of collision with another person engaged in the same linie
of business or commerce; or any actof fraud punishable under the Virginia
- Governmenta! Fravdg Act, '

PLACEMENT FRES

fatemporary employse subimils an application for employment with any: State Agency and is
selected for emiplayment; the Co niractor shall not char_ga VDOT and placemént fees.

IDENTIFICATION OF BID ENVELOPE

IEa special envelope is not furnished, or if rensen in the special envelope s not possible; the signed
bid should be returned in @ separate ervelopé or package, sealed and identified us Tollows:

nber 13,3000

‘Opening Date

36169
Stréer or Box Nustber RFQ No.

From

Nariie of Bidder

Name of Contrsict Office or Buyer ‘Elizabeth B. Mautey







ATTACHMENT.A

nmmmmsnmsmxrmgs OF ’mm WORK

i ivgd, &dmpogtssvmmaxy af ,
'.’maiﬁmctwnsm_ :

ts. Reports acaf:iems,
-.Izusmmem wath dmbhd

Seope:: Work affects the traffic flow passine through tollbooths and the aceiracy of tolk collection and
mco:mnrr

Impactof Actions: | Cnmpetent perfemancc of duties in mz:ardam:txawim mbi;shed mtcs and pmcedurss
fmtkates the prompt, saf‘c: ent moye i

sponding td emeraency sinstions conld ser cusiy hitider the peomipt, 3
movément of traffic. E"aihxm 10 courteously assist customers may résult in illwill from the pt :
Incoavenience or harm to sha individuaifs) involved,

Personal Contdet: Ongoing contact with the general public i coliection of tolls, revision of information
and responge 1o réquest for assistarice.

KNOWLEDGE, SKILLS AND ABILITIES:

Knowiledge: - Working knuwle&;gg-af curreacy, simple mathemiatical computation and area roads,
Stkills: ‘Working skill in the operation of applicable electronic equipment,

Abilities: Demonstrated: abﬂuy to communicate effectively both In writing and orally in the English
language; 1o collect and count mongy; to make change; to perform simple mathematical compitation; to.
complete forms; and to maimain records. chonsrmmé whility to follow instmcﬁans, towork
‘independently and to give shmple instructions and directions.

QUALIFICATIONS GUIDE:

License verification: Cument/Valid Drivers

Education o¢ Training: Educdtion or tmm:ng i reading, writing; and mathematics 5uffmmm to
facmrmiy exchange mongy, total collections, fill out forms, record data, follow simple instructions, and
give oral d:rects.ons

Level and Type of Experience:. Experience in handling money and providing customer service with the
public:

An equivalent combination’of trammg and experience indizates possession of the pmccdmg knowledge and
abilities my substitute for this.educstion and experience.




VIRGINIA DEPARTMENT OF TRANSPORTATION

Vendor Qualification Questionnaire

Purpnse; All vendars sesponding wothis inguiry 202 reguiced to complere this quessionnaise

I pameof Business: Abacus Corporation

% Type of Business: . Proprieanship
{Cheek Ons) Parmecship
X Corporatign.
Nama of Orwnar or Chisf Exectitive Officer: Richard P. MeGee, Sr.
Teleshons Na. 410-633-190D

o8

4. How manyyears has the firm been in the business of perfonming the servicss zallad forin this inguizy?
56

¥

How may pesons are surreatly emploved by the Hum? 2,200

6. Whatligenses oz peomits does the fiom possess that are applicable 1o périvming e sarvicesrequired?
Stata of Virginia Business l:.cnense # dis L1-1009

Y. lathefimm suirdatly vemioved from 3 vandor g oc debarred from doing busineds with any Comunoniwealth of Vieginia
Aganey™ o Iiyes, sXpkzin,
3. Braovide the nume, contsct person agd tele phc;uc nimber of thres custniers which your figm has provided services of

the same seopeas those requestad in, this i inguiry. Wemay contact thess cusiomers &s referances,

FIRM 'S NAME CONTACT PERSON TELTPHONE
vbOT DﬂﬁLﬁSf‘;‘QLﬁ ROAD  Davis Wrighten 703-383~2695
VDOT CULPEPPER Judy Mullins 540-829-7471
VDOT SALEM ROGER BARLY 540-375-3557




¢ NWEALTH OF vznexnxa
psgrwzaw DESCRIPTION.

'INSTRUCTEQK‘S r Thiwg positian &és@r&pticn is an impertant document for &etmm.nlng

the appropriate @lasmfa.catim, pay range and parformance ‘standards for . pcmtum.

I and Il.are. ‘genexally - cpmplaized hjz m eaplayea in 4he: pautiad s&it:h.
ThHe shaded areas of Part I, h -

per: onnel offisar, Part IIT iﬁ:

ned: =] be‘ Xhu
tion Des::.x pﬁi.cm Br@chura, "‘Héré*s How t:o Wr;ta a Pawit ..Dgscrmpmmn“ fm: quiﬂ;&nm
in thé smmplal:inn pf this ford.

PART I: ORGANIZATIONAL INFORMATTION

1. Name (fizst, last, midd;l.-’si': 2. Dpate}
3. Ciaﬁs Pitle: 4. Posi!nun Hunber:
Toll Collector
5. Working Title if Different: 8. Ageney:
’ Va. Dept. .of Trans.
7. Work Location and Codé: | 8. agency tode:
‘Chesteriield Coungy 041 501
8. Titla/Position Number of Supw, 10. Organigatidnal Unik:
Toll Collections: Supervisor Powhite Barkway Extensisd
# LBRE7

PART II: POSITION INFORMATION

i1, State tho ohisf ohjsstive of your position in & bri;éfa'statmént:

Te wliecb tells and classify vehi ¢les on auntomated electronmic aquipment, frovide
whange, ensure safe and smooth traffic flow and ‘provide- ‘guality customsy service.

i2. Priog -to: filling out the next section, think abaut i;hg tasks. and duties that you
perform din your: posu:i.an. Consider the time you spend on the tasks and duties,
haw: ;.mgortan‘& they ara to ach;.avz.nq thé ebj&ct:.ve £ you: po,s:;ts.un 4 Brid the
Processes. or ways in which you perform these tasks and ‘duties. After considering
these aspects of Your. position, state the tasks and - tiutma that vou porform in
your position on page 2 of this form in this ordap:

1. State the most important duty first and finish with the least important
duty.

e ';B‘;alcala&& the percent each ﬁuty reguires of- your -total working time, Be
:&ume these ‘percentages total 200%, - »
Include @il tasks,. duties, and functions that you perform except thase that
Aacmgﬁy 2% or: less ::.ime, unless you ronsider the »’ frary

3.

" Page 1




PRRCENT OF

HORK TASKS AND DOTLES

75%

Raport o work ’h&-‘xacé%m"aailyzeaga:;;‘gjm nt to fhelude roll collector,
Plaza supervisor assistan + lane mon sio. Gathex proper

equipment necessary for tour of “din

ard, uniform, louk; MOREY - bEE
issued and wmoney bag for ‘Yans
lene at main plaza or rampy ts ie
of duty and conduct shife ‘hange
equipmant condition of

SocirTencess isn lane id regss bly clear toll. ebllector on

clude toll cellsctor Ip
re and verify cask fund
Report. to asaigned manual
oll-collector. from: prios Bor
ocedure to include status of
& of forms/supplies and: unugual

eir ID mumbor and PIN. Enamres that

‘thev are Iogged into tha system by verifying their IO nugber
displaved on the MUT. Inspects lase and booth £or Fafety and
& ky. Prepara to give good quality customer servies By

obgezv.

ibserving and evaluating vehicle entering lane for ,;:igager
tlaseification/method of payment {{.e, a

le ¢ount, non-revenue,

emergency vehicle, cashl, arest cugtofiar and verbally identify
ancunt and method of Payment. For Clamek % vehicles, vlassify the
vehicie, rollsct toll and push method of payment button (US Travelers
Checks, eurrency, PE-106, non-revesue cardl. For Class 3 wehicles

and above, ‘claseify, collect ka1l ind

feash; non-revenus saxd, PE-106].

4. push method of payment Button
%f customer does not have

sufficient funds for toll utilize the Unusual Occurrence screen ap

the LT to précess an Bnpaid Tell.

nvoice (PE-107) for completion,

toll colleetor ghould: ensura elsstronic PE-107 is sccurate, to
inclvde the ‘wehicla state arnd license number. Toll callector hag

patron sign one copy and gives unsigned copy to citizen. foll
Collactor gh&li_fzﬁxoviﬁa-‘_tha eorrect information regaérding r’e'paymmt_
Eo the facility. Tell Collector will turn in. .all signed copies of PE-

gurrency place/secure bill in full

" 107 ar the end of their tour af duty with daily werk. When handling

View of Custother, give acourats

vhangs to sustomsr hy =ounting changé: back to ‘customer giving in
least number of currescy/coin desvainations possible, Give recaipt
if raguested, give short, ‘clkear, precise diractions when necessary
and thank customer as they exit lana. All monies should be kept in a

‘near and r.:x'&a::}.y manner ‘in éash drawer. -_‘t‘;qixxav'ahauld be separated By
type. Bills should be &maothed and faci)

the esams direction.
quipment ig neeeggary to

‘make sure it is f\mat:ianing fj;}:&o;gggiy,'& i ‘thet all lights are

working. Report any squipment mal-functions to supervisor. Momitor

traffic flow, verify and report unusual poenrrences, accidents; akd.

to supervieor. Momitor cash and. regquest shange. from supervisar when

neaded, Whed necessary to close a

lane for such things as byeaks,

aceidant, sgiipment repair, ete. follow ‘proper policies and

Rrocedures as
funds are coll

soted, mainline toll

possible, during Ist er 2nd break.
B
knowledge of surrounding srea (wsy

Lozeturn cash fund at and of tour of duty. Adhere to'al

and: Powhite Parkway Extensien P i &
ar & :
ko give good quality customer servite and i
‘wantact supervisor for additdonal infermatic

sutlined in boll Qdiiag;yr‘:maﬁuﬂ-. After-sufficient

colleotors shatl tird  gash fund

‘Ehat was isgued to them at the beginning of shift to supervisor, if

Toll esllectors at ramp lacatiodis

polici
road;, hospita




.

13, Contioved

PERCENT OF

RORKING TIME

WORK TASKS AND DUTTES

10%

5%

5%

5%

e dg raqu;raﬁ o ramiave mﬂiﬂlxﬂﬁfﬁt5¥
ass._ gned breaks. Malnesin ‘good Gpen eom
-sq cowwkanrs and puhlzc in a:ﬂ;_,ta Brevid

c@mplete Ehe. £a31e wing forms in & c:‘.i.ea;r and legi&la ‘manner:as nedaded:
: Y 1. Trre: w1a~: Transaﬁﬁ\an (PE-104}, Unusual
£05), % Pagsage  {PE-1US), Bhpaid Tall
; 5-d11)y Report Emvelope [PE- a2,
ong Equ,_menb Failuze (PE- 114}, Redeipt For Cash
B\t:tmndmb Mileags Reimburaemaent iPE‘: “ER0y . ‘Blace
ards: in Report. ﬁuvaio;;.ze {BE-112} to tign m to snpéﬁ}ismz gt
‘Eour of :duby.

At the end ‘ﬁhe shift, Toll. Collector will make any necessary
payuifs of ¢ash iun& Lo the- anca} Agsistant off duty, using the
ﬁenqmlnatiana :aquasaea if available. Count théir deposit ﬁunds and
geparate hy denemination/émooth out all bills g0 deposit totals can
be verifiad: by Supervisor through the bill déuntar, Log antc tha
Toll system Dspasit soxreen utilizing proper prétocol and enter. the
correct information ss dutlinsd 4 tha Toll Collector Training

Mangal . Sign copisg ‘of depogit slxp as :aquired and turn in ail

&ocumantation.tb tha’ Supaxvisar.

Maka sure praag: Emargancy eguipment is. raa&zly available in bowkh ox
work ares suwh,aa, fire extingnxahavs, Elazes, intexcom[ elephons and
that hhey are working properly: eto. Attend monthly safaty meetinga
Promoke and enforee compliange with all VDOT fpowkite Parkway
Exkension safety polmcias. Monitor xoad*canditiens i e. ica, srHiGw,
pothales; dead animals and any ‘othexr ¥ ad ha

Bupervisore At main plaza toll aollgatax notif & auper xSQr o G
and escdrt customar Across 1anes of traifia-whﬁn assishaaae 48

neadad.,

Agssist in training new toll collectors in proper-policiss asg

;gxuneﬁuraa for collaeting tolls:

) : Page 3
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o

Continusd

WORK TASKS MND DoTIES

100%

(Add Additianal’

Rages 4if naeded)

‘Page 4




#;‘“;. b

1,.1» C@n&imeﬁ

Baczslens ‘on c}
s;tuatiaas‘

, ;  § vahiclasfhandl&gg'txans
: m,ace and guldance ig received d

actions ang emefgeny

adly

14. List and explain the
mant, i Cany,

Supervigory,

contacks you have both ansmda oy
as & woutire funetaun off your-work:
cb~warkers, and suboxﬁinatas

bo

tszdg the Stite Govern-
it contaces with

PERSONS OF ORGANIZATIONS

" ISE

HOW OFTEN

IN%IDQ{OUTSIB&
‘BUYATE Govr
Public Breet and. §uxnish QUELOmers Daily Quirgide
- wibh varisus travel datd and
.lnformat*un~as reguestad .,
State/County Bolice Emgrgency sittations, As needed Inmide/Outside
accidents

{additiongl Comments by Employes)

Page 5§
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- TALT IIT: TO BE COMBLETED BY Tug SUPERVISOR

15,  Plsase a4 the emplovee's statemants and domments £or this pasition Lo snsure
‘etensss.  State any additions and/er revisions;

18, What is the most important service or produdt

. =0 LGE ict you expatt of tha pioaition
& i in this aquestionnaire? Explain,

1%, }:;_gj; the 4_ﬁ135-5x;.ﬁiu§a‘; ‘position numbers, agd famas of
diréct supervision that have the soge ‘duties and
position. :

empl ..&'Qﬁs-g;:pr_xﬁex your
tlities as this

POSTTLION EMPLOYEE
NUMBER NAME

18.  List what you Congider to ‘be the quatifications fox antry into this position:

&, What knowlsdge, skills;

and abilities should a new employee bring to this
position? ‘

Enowledge of eutrency and simpla matBenatical é:é_mpu;mhitms, 8kill din
eperating sledtronic eguipment. A Liky to cdmmunisata effectively
both crally and in writing; to eollect, count, and Le accountsble
fox _ money: - to maintain records; to work dsidependsatly . ‘Some
‘expariance in handl_ing money and commanicating with the public.
B Special licenses, registration or certification:
Priver'g Ligense

o, Education or training {ocite major area of study):

éxperience in handling money and communicating with public.
D. Lavel and tvpe of axperisnce:
An equivalent combination of education, training, or experience which

indicates possession of the preceding skills and abilicies may
Substibtube.

Experience and kaowledge of toll collection procediures. preferred. Sone

PART IV: SIGNATURE LINES

18 Weundarstand the above statuments, a0d thay are eoniplete ta thebest of cur knowledge,
Employse's sianature._ Diata

Supervisors sigmitiirg ‘  Date

2. Attach an organization chartshowing this employes's poskion within your organizational unit.

R e

e

e




